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HOW TO INSTALL THE FUNCTIONAL FITES AND DISPOSTTION SYSTEM
25X1A2d1

1. The first step in functional records evaluation is to make a
1ist of all Tilea. end sepsrate the "Records Material" from the "Informetion"
or "Work Material". If the informstion or work material has no real value
after it has served its immediatz use i1t may be discarded without further
consideration (Transitory Records). The remaining "Record Material" is
carefully evaluated to determine the appropriste retention periods. In
thils evasluation, two types of records are dealt with:

(1) Records of temporary value.
(2) Records of continuing velue.

2 Records of temperary value are those for which definite retention
periods cen be established, elther thru reference value based cn experlence,
by stetutes of limitstions, or other regulations. Records of coutinuing
value are usually records documenting policles, legal decisions, long term
commitments, agreements or obligations, formalized research and development
records, and records having historical value. Such records may be retalned
indefinitely (with pericdic review) or et least for the forescesble Ffuture.

3. Three categories of records are now apparent:

(1) Short-time material that has only active use and 1 discarded
(referred to ms Transitory Records).

(2) Records of temporamry value to be retained for specific time
pericds after active use.

(3) Records of continuing value.

4. Percentsges of file waterial in these categories wlll probably
vary from ares to area depending upon the pature of the activities. They
may aleo change Ffrom year to year es grester efflclencles are developed in
records control. Present experience indicotes thebt spproximately SO% or
more of the paper work created will be found to have active use only.
(Transitory), approximately 40% cr less has temporsry retention value, and
10% or less has continuing value.

5, TInessmuch as the Agency slready has a set of regulations dealing
with specific subjects in a numerical eeries, 1t was determined that the
gome primery numerical cstegories could be used most effectively as a
vagls for the KUCLUB index, thereby meking it unnecessary for personnel to
become Familisr with still apother geries of sgubjects and nunbars.

(1)
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HOW TO INSTALL THE FUNCTIONATL, FILES AND DISPCSITION SYSTEM

25X1A2d1

25X1A2 6. Select and use only the categories required. (Do not make files
d1 for o11 |Jjilil cetegories unless needed.)

let cut (left) - 1 the primary breakdown. (Tab should heve
file rno. and title.)

2nd cut (center) - is the secondery bregkdown. (Teb should have
file no. end title.)

3rd cut (right) - 4s the tertiery breakdown. (Tab should have
file no. end title.)

Case Files - Any subdivision beyond tertiary is a case file. In a
case file all closely relsted pepers on & given subject,
project or item are placed together, o a8 to present
eventually the complete story of a transaction from
ite irception to its close. The Cetegory No. is placed
after the title to show thet they are Case Files. The
lebel may be placed in any cut.

- 7. The person making the records evaluation should have a broad knowl-
edge of the records of the entire operaticn per se, and mmst end should work
with the responsible officers of each of the various functional organizational
components for assistence in determining the value of the records.

8. The major advantage ol the functional method cof records evaluvation
13 thet related records end reporis of a single functional subject are
brought together into a single enalysis which emphasizes the informetional
E'?}l‘}i}f?..@tﬂ rether than the individual records.

25X1A2d1 9. The Disposition Schedule for KUCLUB was developed simultaneously
with the file system and the resultant e & combinetion of both in
one document. Preprinted pressure sensitive labels (ssmple attached) for
each disposition cebegory are aveilable from KUCLUB Hemdquarters and may be
obtained by requesting the pumber required of each category from KUCIUB
Records Control at Headquerters.
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FOREWORD

25X1A2d1
It 1s the intent of this document, B to csteblish s

uniform record filing, distribution and disposal system within
the Office of Communications. The importance of records +o any
large organization cannot be overestimated. The paper flowing
through official channels represents the sinews of that organi-
zation. But this paperwork must be controlled lest it become

an end in itself. Hence, it is essential to have a means of
ensuring document control and flow as well as efficient document
retrieval and disposal.

But to be truly useful a records plan must be sufficiently
flexible to be adjustable to the requirements of differing
components with differing aims. FEvery effort has been made to
provide this flexibility in -by establishing a functional
basis for document control ~ a functional basis in accordance
with the document's use. We helieve [ to ve 2 really
useful tool. The final degree of success, however, can only
be measured by you - the user.

rector of Communications

Cming——

25X1A2d1

25X1A9%9a
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IEGEND FOR OFFICE OF COMMUNICATIONS

DISPOSITION SCHEDULE

Destroy as rescinded or when obsolete
Ninety day retention then destroy
Retain 1 year then destroy

Retain 2 years then destroy

Retain 5 years then destroy

Retain 7 years then destroy

Retain at Headquarters while active

Retire 1 yesr after termination to Archives for review
every 5 years (Projects)

Retain 3 years and retire to Archives for review every
5 years

Retain 6 months after obsolete or rescinded. Then retire
to Archives, and review every 5 years

Transitory/Reference
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OFFICE OF COMMUNICATIONS FUNCTIONAL FILES SYSTEM
AND DISPOSITICN SCHEDULE

1  ORGANIZATION

.1 , Table of Orgenization Office of
Communications (0C)

N .
\?MQ% .1 Office of the Director (0C)
2’ Director of Communications (D/CO)

Deputy Director of Communications
(DD/co)

Executive Officer (EO)
Plans Staff (0C-P)
Records Control (0OC-RC)
.2 Chief of Operations (0C-0)
Americas Division (0OC-AD)
Asia Division (0C-ASD)
Europe Division (OC-ED)
Middle East-Africa Division (OC-MD)

Administration Staff (0OC-A)

= W

Engineering Staff (OC-E)
Security Staff (0C-8)
Signal Center (0C-Sig/C)

Special Programs Staeff (0C-8P)

®» 4 oW

Telecommunications, Traeining and
Techniques Staff (0C-T)

.9 OC Oversess
.2 Agency Componenta

.3 U, 8. Agencies

DISPOSITION
_ CATEGORY _

> = > » > > P> P r > P P = P

A
OC-P - 3; Others -4
A

A
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5 REGUIATORY ISSUANCES

-
e
1
.2
.3
L
2
.6
-7
.8
“ 4
- .10
W11
~

Agency Regulations

.1 Distribution

CTIA Notices

0C Orders

OC Memorandums

0C Notices

fC Division or Staff Regulatory Issuances
Non-CIA Regulatory Issuances
Regulatory Manuals

Drafts of Regulatory Issuances
DDP Issuances

DDS Issuances

-3

DISPOSITION
CATEGORY

L -~ - - T -

-
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7  MANAGEMENT

o1

Approved For Release 1999/09/07 :

CIA Management

.1 Management Staff

Division and Steff

.1 TOP SECRET

=

.3 Teletape Program Test

4+ Ml Dispatch and Pouch
.5  Pouchgram Procedure and Test
.6 Memorandum

.7 Cable

.8 Archiving Procedure

.9 Cryptographic Documents
Staff Meetings

1 8taff Instructions

Position Control Register

Pogition Establishment and Abolishm?nt

Position Descriptions

General Council Upinions

4a

1 April 1960

DISPOSITION
__CATEGORY _

25X1A2d1

25X1A2d1

Q62 Q Q@ 0 @ @ o @ W

A

D/CO - D; Others - B

A

QC-A - BE; OC-P -I;
Others - A

OC-A = G; OC~P - I;
Others - A

G

-RDP74-00005R000200050002-6



€ (

Approved For Release 1999/09/07 : CIA-RDP74-00005R000200050002-6

Gl

1 April 1960

10  SECURITY

.l

3

Approved For Release 1999/880 T TR DP74-00005R000200050002-6

Clearances
1 Cryptographic
2 81

.3 Other Projects (e.g.-

+4  Non-Agency Persomnel (e.g. Contrectors,
Consultents, Indigenous)

.5 Outside Activities

Physical Security and Safety

.1 Builldings

.2 Code Rooms

.3  Equipment

Violations and Compromises

.1 Physical

.2 Crypto
Procedural Discrepancies
Violatione and Discrepancy Reports

.3 Personnel

.4 Radio

Protective Devices and Techniques

«1 Alarm Systems

.2 Destruction Devices

+3 locks, Safes, Etec.

-5-

2 - A -

O dg o o 2 >

>k » o> B o9 o9 9

DISPOSITION
CATEGORY

25X1A2d1
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10 SECURITY (Continued)

R
5
b
-7
.8

Emergency Destruction Plans
Telephone
Pseudonyms

Cryptonyms

.5 TPhysical Security Equipment Stendards

o1

.2

.3

Crypto
Other Communications Equipment

Radiation U.S, Equipment

+6  Briefings (e.g. Cross Ref. with 20)

.7 Bafety Program - Evacuation

.8 Credentials

.9 Defense Classification (e.g. Executive

Order - 10501 Downgrading of Classification)

1
2
.3
A

D

Classification Control
Regrading of CIA Documents
Regrading of Non-CIA Documents

Registered Documents Certification,
Destruction, and Transfer

Registered TOP SECRET Certification,
Nestruction, and Transfer

TOP SECRET Destruction Certification

-6

DISPOSITION
__CATEGORY

e 2 e

0C-A - A; Others - TR

A

C

G
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- DISPOSITION
CATEGORY
10 SECURITY (Continued)
,10 Amateur Radio Operations I
.11 Deception Techniques E
-
- ..'7..
-
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- DISPOSITION
15 MEDICAL
«1 Preventive Medlcine
o1  Immunization
@  Envirommental Sanitation
+2 Physical Examination .
«3 Medicine Facilities A
«1  Rest and Rehabilitation
2 Treatment Facllities
£ 8
-
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20  PERSONNEL

E—————

1 April 1960

+1  Recrultment

1

Selection Requirements
Sources

Applicents Files
Interview Reports

Consultants and Contract Personnel

.2 Personnel Actions

.1

.2
.3
k
5
.6

Appointments, Assignments
and Certifications

Transfers and Reasslgnments
Promotions
Separations
Supergrades

Militery Progrem (e.g. Draft
Deferments)

.3 Time-Attendance-Overtime (see Category

34 for @vertime)

4 Career Service

i
2

Applicaetions and Actions
Boards and Panels
Awards and Commendations

Suggestions end Ideas

-.9..

NISPOSITION
CATEGORY

Q a o aQ ©«

G
DL/CO - D; Others - G
G

2 @@ & @

DD/CO - I; Others - G
G .
DD/CG - I; Others - G
G
G
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C(

Approved For Release 1999/09/07 : CIA-RDP74-00005R000200050002-6

1 April 1960
DISPOSITION
CATEGORY
20 PERSONNEL (Continued)
.5 - CIA Cereer Council G
.6 TFuture of Career Council G
,5 Personnel Benefits A
.1 Pederal A
Compensation Nept. of labor A
Death Benefits A
FEGLI (Federal Employees Government A
Life Insurance)
Retirement A
Social Becurlty A
2 CIA A
Insurance Progrems A
PSAS (Public Services A1d Society) A
Red Cross, Cherity Drives, etc. A
Blood Donors A
.6 Personel Conduct a 25X1A2d1
1 - 00-A - G; Others - Tk
.2 Policles re Personal Conduct ‘D/6O - G; Others - A&

.3 Disclplinary Actions
<7 Pereonnel Procedures
.1 Promotion

.2 Rotation

DD/CO - I
A
A

Approved For Release 1995087 CIA-RDP74-00005R000200050002-6
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1 April 1960

DISPOSITION
CATEGORY
20 TPERSONNEL (Continued)

.3 Evaluation A

Chairman of Panels - I;

ouL Others ~ D

Certification of Engineers G

-11-
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DISPOSITION
__CATEGORY _
22 TRAVEL
.1 Policies and Procedures A
.2  Travel Request (Travel Advances Cross Ref.- C
ALL FUNDS)
.3 Travel Clearances (S5I - et al) C
4  Travel Orders c
.1 TForeign c
.2 Domestic c
Blanket C
Invitee Travel c
.5 Travel Voucher (Cross Ref.-ALL FUNDS) C
.6 Travel Standby (TDY) c
-19-
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DISPCSITION
CATEGORY
25 TRAINING

.1 Agency

.1 Internal OC~T =~ A; Others - B

.2 External OC-T - A; Others - B
.2 0oC

.1 Internal CC-T - A; Others - B

.2 External 0C-T - A; Others - B
+3 Training Publications

1 oC OC-~T - A; Others - B

2 Agency and other Government OC-T - A; Others -~ B

Agencies

-13-

Approved For Release 1999109707 © CIA-RDP74-00005R000200050002-6



Approved For Release 1999/09/07 : CIA-RDP74-00005R000200050002-6

(¢ (

duimgupmy

30 CONFIDENTIAL FUNDS

«1  Agency Imprest Funds

1
o2

3
N

5

Adwinistration Staff
Englneering Staff

Engineering - Iadb

SP/SA -
SP/EA -

+2 Special Claims Q

.1
2

Privately Owned Property
Medical Claims

Special Travel Claims
Hardship Claims

Other Special Claims

~1h-

1 April 1960

DISPOSITION
CATEGORY

-

I
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DISPOSITION
CATEGORY
34 ALL FUNDS
.1 Overtime Requests and Approvals c
.2 Reimbursable Cable Costs (e.g. Cable CC-A - A; OC-8 - E;
Traffic Costs) 0C-P - E
.3 Allowances
.1 Differential D
+2 Representational D
A Travel Advances
.5 Travel Vouchers
.6 Approving Officers A
o7 Authorizing 0fficials A
.8 Collection of Employee-Indebtedness A

-15~
K
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Gninbniniiniie

1 April 1960

1 Budget Instructions

.1 Budget Manuval

.2 Budget Calls

.3 Allotment and Cost Accounts

Al Printing Codes

.5 Publication Codes

.0 Station

Codes

.7 Other Ccdes

.8 Other Budget Instructions

.2 Allotments and Cost Limitations -~ Received

3
?i# Obligations
Obligations
Ohligations

Estimates -

p
6
L‘.Y Obligations
8
9

Allotments and Cost ILimitations - Issued

- CY

- PY

Two Years Past

More Than Two Years 014

From OC Components

Preliminary Estlimates

.10 Office Estimates

.11 Congressional Budget

.12 Financilal Policies and Procedures

.13 Justifications

.14 Overtime

DISPOSITION
CATEGORY _

P N N -

-

- H
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Lo SERVICES

.1 Administrative Supplies

.2

Tibrary Service
Reproduction Requests

Telephone Service

Teletype Service

GSA

.1 Class A Furniture

.2 Class B Furniture

PBA

.1 Property Passes

2 BSpace Maintenance and
Facilities

.3 Work Orders

Mail

.1 Mesgsenger Service

Parking Spaces

~17-

by g ey ogd

1 April 1960

oc-a -

oc-8/C
ac-8/c

GC-A -
oc-A -~
oc-A -
OC-A =

CC-A -~

cC-A -

oc-A -

CcC-A -

OC-A «

0c-A -

A;

DISPOSITION
CATEGORY

oc-8/C - TR;
Others - D

- TR; Others - D

- TR; Others ~ D

E;

E;

0c-8/¢ - TR;
Others - D
Others ~ D
- Others - D
; Others - D
; Others - D
; 0C-8/C - TR;
Others - D
; 0C-8/C ~ TR,
Others - D
; Others - D
; Others - D
. 0C-8/C ~ TR;
Qthers ~ D
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- DISPOSITION
CATEGORY
42  CORRESPONDENCE
.1 Procedures A
«2 Chronos oC-0 -~ E
.1 Dispatch OC-RC and OC-8 - H; D/CO - I;
Others - D
.2 Memorandum I
.3 . Memorandums for the Record  D/CO - G; $thers - H
-18.
cfiniingainiui
-
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1 April 1960
DISPOSITICN
CATEGORY
43  RECORDS
.1 Disposition
.1 Archives OC-RC - G; Others - TR
.2  Vital Documents 0C-RC - G; Others - TR
«3 Destruction OC-RC -~ G; Others - TR
.2 (Open)
.3 (Open)

b4 Accountability

.1  Registered Documents Certification (See 10.9.k)

.5  Forms 0C-RC - B
.1 Request for Appfoval OC-RC -~ E
.2  0OC-0PI Approved OC-RC - A
.5  Obsolete NC-RC - B
.4 Btock Replenishment Notices OC-RC - D
.5 EBvaluation and Testing 0C-RC - G
.6 Index of Forms OC-RC - A
.7 Proposed Forms (and revisions) OC-RC - G
.6 Systems and Programs OC-RC - G
+1  OC Functional Files and Disposition ¢C-RC - G
System
.7 Manuals OC-RC - A
8  Microfilm OC-RC - G
<9 Area Records Officer Certifications OC-RC - E

.10 IRAC (Interagency Records Administration
Conference )

-19-

b o 2 )
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DISPOSITION
CATEGORY
45 TOGISTICS
o1 Interagency Support Agreements H
.2 Requisitions 0C~S/C = TR; Others - D
oL Headquarters
2 Field
«3 Procurement CC=E « D; Others -~ A
o1 Office Equirment
. Contracts I
«5 Inventory I
+6 Financlal Property Accounting (FPA) D
- .7 Supply Information 0C-58/C = TR; Others - A
et 1o A
.2 Logistics A
.8 Patents
.9 Supply Accounts (e.g. Crypto Accounting) I
a0 lEendimnetion o 00 -
(2 /.ll Shipping Documents il '}f“ D
1.12 Property Turn In's (FTI's) D
«13 Household Effects (HHE)
ol Storage
o2 Shipment
| -20-
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DISPOSITION
CATEGORY _
45  LOGISTICS (Continued)
.14 Vehicles A
»1 Pov
2 QP
3 TVA A

Approved For Release 1999097 BIA-RDP74-00005R000200050002-6
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50  OPERATLONS ?;ﬁ‘.FQBITIDN
«1 Clendestine Services Projects H
«1  QCutline
2 Anaex
«3 Ccrrespodence
«2 Broadeast Activities 0C~T/OR = A; OC-TFP -D; o¢ ~T/PS « I
{e.g. 0.W.V. Broadcast)
«3  Covert Collentlon Activities
{e.g. Proposed Tuterceps Stations)
o} Bpace Vehicle Detecticn OC-T =~ J3 OC-T ~TR;
CC-LD = A
A Sigred Plans J
<l Types J
-2 Constructicn J
5 Comunicatlons Procedurss
o1 Allizd A
o2 Comrarcial A
«3 Clantestiae J
B Btege OTT/OR - A; CC-T/P3 end
S . g
o3  Proadeest J
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DISPOSITION
CATEGORY
o1 DISSEMINATION OF INFORMATION AND INTELLIGENCE
.1 Requirements G

-23-
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-~ 1 April 1960
- DISPOSITION
CATEGORY _
%0 COMUNICATIONS
el Office of Communications
.1 Office of Communications - oCc-8/C - TR;
Americas Division (0OC-AD) Gthers - C
«2 Office of Communications - oC-3/C - TR;
Asia Division (OC-ASD) Others - €
.3 Office of Communications - 0C-8/C - TR;
Europe Division (CC-ED) Others - €
A4 Office of Comunications ~ Middle oc-8/C - TR;
East and Africa Division (QC-MD) Others - €
.5 Office of Camunications - 0C-8/€ - TR;
Adminigtration Staff (OC-A) Others -~ C
6 Office of Communications - 0c-8/¢ ~ TR;
Engineering Staff (OC-E) Gthers - C
.7 Office of Communications - oCc~-8/C - TR;
-’ Plans Staff {0C-P) Others - C
.8 Office of Communicatione ~ ac-3/C - TR;
Security Staff (0C-S) Others - C
v9 Office of Communications - Special oc-8/C - TR;
Programs Staff (0C-SP) Others - C
»10 Office of Commnications - 0C-8/C ~ TR;
Signal Center (0C-8/C) Others - C
11 Office of Communications - 0Cc-8/C - TR;
Telecomunications, Training and Cthers -~ C
Techniques Staff (OC-TTT)
2 N /- - o =2/
OC«P ~ G; Others~C
.13 Office of Communications - 0C-5/C - TR;
Operations (0C-0) Others - C
= -2l
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DISPOSITION

CATEGORY

90 COMMUNICATIONS (Continued)
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